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Introduction 


Note:This chapter is published by NCPEA Press and is presented as an 
NCPEA/Connexions publication as a "print on demand book." Each 
chapter has been peer-reviewed, accepted, and endorsed by the National 
Council of Professors of Educational Administration (NCPEA) as a 
significant contribution to the scholarship and practice of education 
administration. 


About the Authors 


¢ John R. Slate is a Professor at Sam Houston State University where 
he teaches Basic and Advanced Statistics courses, as well as 
professional writing, to doctoral students in Educational Leadership 
and Counseling. His research interests lie in the use of educational 
databases, both state and national, to reform school practices. To date, 
he has chaired and/or served over 100 doctoral student dissertation 
committees. Recently, Dr. Slate created a website (Writing and 
Statistical Help) to assist students and faculty with both statistical 
assistance and in editing/writing their dissertations/theses and 
manuscripts. 

e Ana Rojas-LeBouef is a Literacy Specialist at the Reading Center at 
Sam Houston State University where she teaches developmental 
reading courses. Dr. LeBoeuf recently completed her doctoral degree 
in Reading, where she conducted a 16-year analysis of Texas statewide 
data regarding the achievement gap. Her research interests lie in 
examining the inequities in achievement among ethnic groups. Dr. 
Rojas-LeBouef also assists students and faculty in their writing and 
Statistical needs on the Writing and Statistical Help website. 


About the Editors 


¢ Theodore B. Creighton, is a Professor at Virginia Tech and the 
Publications Director for NCPEA Publications, the Founding Editor of 
Education Leadership Review, and the Senior Editor of the NCPEA 
Connexions Project. 

¢ Brad E. Bizzell, is a recent graduate of the Virginia Tech Doctoral 
Program in Educational Leadership and Policy Studies, and is a School 
Improvement Coordinator for the Virginia Tech Training and Technical 
Assistance Center. In addition, Dr. Bizzell serves as an Assistant Editor 
of the NCPEA Connexions Project in charge of technical formatting 
and design. 

e Janet Tareilo, is a Professor at Stephen F. Austin State University and 
serves as the Assistant Director of NCPEA Publications. Dr. Tareilo 
also serves as an Assistant Editor of the NCPEA Connexions Project 
and as a editor and reviewer for several national and international 
journals in educational leadership. 


In our experiences of working with doctoral students on their 
dissertations, as well as Dr. Rojas-LeBouef’s recent completion of her 
dissertation, we have observed students repeatedly experiencing 
difficulty with having their dissertations compliant with APA and with 
university guidelines. In addition, as a journal editor (John) and as 
reviewers for several journals, we have noted that almost all of the 
manuscripts we reviewed had similar errors. These difficulties led us to 
develop a specific and detailed set of steps and screenshots for students 
writing dissertations and/or theses and for authors writing manuscripts 
to follow. 


We have written this book in hopes of facilitating individuals’ success 
in making Word user-friendly as they write essential components of 
dissertations and theses (e.g., Tables of Contents, List of Figures) and as 
they write essential components of manuscripts (e.g., Running head, 
tables). Following our very detailed set of steps and screenshots in 
generating required elements of dissertations, theses, and manuscripts 
should facilitate a more timely completion of such documents. 
Moreover, having these elements correctly written allows dissertation 


chairs and reviewers to focus more on content and less on format. We 
hope that you find our materials helpful to you in your use of Word as 
you write your scholarly documents. 
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In this set of steps and screenshots, readers are provided with 
directions on creating a Table of Contents for a dissertation or a thesis. 
This set of steps and screenshots will guide you toward manually 
inserting the Table of Contents in a document, without the use of the 
insert “Table of Content” feature that is featured in the References area 
of Windows. We encourage the use of the manual Table of Contents 
because they are straightforward and uncomplicated. When creating a 
Table of Content for a dissertation or thesis, particular guidelines must 
be followed; ones that may not adhere to the pre-made Table of 
Contents. At the university where we work, students are discouraged 
from using the automatic table of contents due to the difficulties it 
creates when the document is sent to press. 


Step One 
First open a word document (Microsoft Word or other) 


*Be sure to check the margins that are specified for your dissertation 
or thesis 


e v First, type in all caps “TABLE OF CONTENTS” 


e Vv Make sure that the title is centered and your page is double 
spaced 
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e Vv Enter 
e v type in “Page” 
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e * Highlight word 

e * Go to Home 

e * Paragraph 

e * Highlight “Align Text Right” 
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e ** Your page should resemble the following: 
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Step Two 


The headings in your Table of Contents should be consistent with the 
headings in your dissertation or thesis. 


The following is an example of a standard format for a dissertation. 


e v Insert the title of each section of your dissertation and its page 
number 
e Vv Make sure your paragraph is align text left 
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e * Insert the title or heading 
e * Hit the tab key 
e *Type the page number 


TABLE OF CONTENTS [Compatibility Mode] - Microsoft Word 
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e *** Continue to insert your headings and page numbers until your 
page resembles the following: 
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DEDICATION iii 


ABSTRACT iv 


ACKNOWLEDGEMENTS 


TABLE OF CONTENTS vi 


LISTS OF TABLES vii 


LISTSOF FIGURES — ix 


V Highlight headings 

V Go to Page Layout 

V Paragraph 

V Paragraph dialog/icon box 
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Show the Paragraph dialog box. 


TABLE OF CONTENTS 


e ** A Paragraph box will appear 
e * Click "Tabs" 
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e * In Tab stop position: enter 6 
e¢ * In Alignment: click on Right 
e * In Leader: 2 

e * Then enter: Set 

e * Then OK 


Documenti - Microsoft Word 


* Your Table of Contents should resemble the following: 
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Step Three 


Creating Chapter Titles and page numbers 


e Vv Hit Tab key 

e v Type a Roman Numeral for the chapter 
e Vv Hit Tab key again 

e v Type in the Title of your Chapter 

e v Hit the Tab key again 

e Vv Type the page number 


Your Table of Contents should resemble the following: 
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** Continue inserting Chapter Titles and Page numbers 


e v Highlight the chapter titles and page numbers 
e Vv Go to Page Layout 

e Vv Paragraph 

e Vv Paragraph dialog/icon box 
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*ke*** You must put in 3 different tab stop positions, alignments, 
leaders and set before entering OK ********* 
*First* 


* In Tab stop position: enter 0.25 
e¢ * In Alignment: Click on Left 

e¢ * In Leader:1None 

e * Then enter: Set 
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* Second * 


¢ * In Tab stop position: enter 0.5 
¢ * In Alignment: Click on Left 

e * In Leader: 1None 

e * The enter: Set 


a) [= Documenti - Microsoft Word 
q - | in: = es = - = 


ree ~ [a2 ~ PASAT) (5)) (3 = SE -| S|ST PM) | naepceoc|] aaseceoc AaBbC: + 
are ie peels Zt U ~ abe x, x Aa-|("7- A-| (ee me tS- | - Eel ~] 1NoSpaci... Headingi — 
= = 


i G& 


ACKNOWLEDGEME : — Sees 


TABLE-OF-CONTENT I . 


LISTS-OF-TABLES.... - a ee 
LISTS-OF- FIGURES Seca evtsstssstsses 


CHAPTER 


— Il+ REVIEW-OF-LITERATURE - 254 


* Third * 


e * In Tab stop position: enter 6 
¢ * In Alignment: Click on Right 
e * In Leader: 2 

e * The enter: Set 
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* Then OK 


*** Your Table of Contents should resemble the following: 
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Step Four 
Creating Subheadings and page numbers 


The subheadings are similarly created as the Chapter headings, with 
the exception of one less Tab stop. 


e v Hit Tab key 

e Vv Type a Subheading for the chapter 
e v Hit Tab key again 

e v Type the page number 


Your Table of Contents should resemble the following: 
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V Highlight the subheadings and page numbers 
Vv Go to Page Layout 

V Paragraph 

V Paragraph dialog/icon box 


* First * 


¢ * In Tab stop position: enter 0.5 
¢ * In Alignment: Click on Left 

e * In Leader: 1 None 

e * Then enter: Set 
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* Second * 


e * In Tab stop position: enter 6 
¢ * In Alignment: Click on Right 
e * In Leader: 2 

e * Then enter: Set 
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* Repeat for each subheading and page. 


** Use the same technique for your List of Tables and List of Figures. 


List of Figures 


Note:This chapter is published by NCPEA Press and is presented as an 
NCPEA/Connexions publication as a "print on demand book." Each 
chapter has been peer-reviewed, accepted, and endorsed by the National 
Council of Professors of Educational Administration (NCPEA) as a 
significant contribution to the scholarship and practice of education 
administration. 
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In this set of steps and screenshots, readers are provided with 
directions on creating a List of Figures for a dissertation or for a thesis. 
This set of steps and screenshots will guide you toward manually 
inserting the List of Figures in a document, without the use of the insert 
“Table of Content” feature that is present in the References area of 
Windows. We encourage the use of the manual List of Figures because 
they are straightforward and uncomplicated to use. When creating a 
List of Figures for a dissertation or thesis, specific guidelines may be 
required by a university, guidelines that may not adhere to Word’s pre- 
made List of Figures. At the university where we work, students are 
discouraged from using the automatic list of figures due to the 
difficulties it creates when the document is sent to press. 


Step One 
First open a word document (Microsoft Word or other) 


* Be sure to check the margins that are specified for your dissertation 
or thesis 


e v First, type in all caps “LIST OF FIGURES” 
e Vv Make sure that the title is centered and your page is double 
spaced 
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e * Hit the tab key 
e * Type the word “PAGE” in all caps 
e * Highlight both words 
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e * Go to Home 
e * Paragraph 
¢ * Click on Paragraph dialogue box 
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¢ * In Tab stop position: enter 6 
e¢ * In Alignment: click on Left 
e * In Leader: 1None 

e * Then enter: Set 

e * Then OK 
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Step Two 


The headings in your List of Figures should be consistent with the 
headings in your dissertation or thesis. 


The following is an example of a standard format for a dissertation. 


e v Insert the title of each section of your dissertation and its page 
number 
e Vv Make sure your paragraph is align text left 
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LIST OF FIGURES 


e * Insert the Figure number 

e * Hit the Tab key 

e * Insert the title or heading of the figure 
e * Hit the Tab key 

e * Type the page number 


*** Continue to insert your headings and page numbers until your 
page resembles the following: 
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e v Highlight the figure number, figure titles, and page numbers 


e * Go to Home 
e¢ * Paragraph 
¢ * Click on Paragraph dialogue box 
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e ** A Paragraph box will appear 
e * Click "Tabs..." 
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****** You must put in 3 different tab stop positions, alignments, 
leaders and set before entering 
*First* 


* In Tab stop position: enter 0.25 
e¢ * In Alignment: Click on Left 

e * In Leader: 1None 

e * Then enter: Set 
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*Second* 


* In Tab stop position: enter 0.5 
¢ * In Alignment: Click on Left 

e * In Leader: 1None 

e * Then enter: Set 
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*Third* 


e * In Tab stop position: enter 6 
¢ * In Alignment: Click on Right 
e * In Leader: 2.... 

e * Then enter: Set 
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* Then OK 


*** Your List of Figures should resemble the following: 


cS Hite | Times New Roman = KaIB) (=I (ANIA) orca = AaBbceox AaBbC: AaBbCc Aab AaBbCc. ale dood 
oS foe te (Bl U-aex, eee (RE BB) fE-)22- B-) | tora |rnospac.. Heading’ Heading? —Title. = Subtitle | 8 eee 
& _ Paragraph 


is 


LIST OF FIGURES 
FIGURE 


1 Equity Sensitive Construct 


* Repeat for each List of Figures and page number 
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Note:This chapter is published by NCPEA Press and is presented as an 
NCPEA/Connexions publication as a "print on demand book." Each 
chapter has been peer-reviewed, accepted, and endorsed by the National 
Council of Professors of Educational Administration (NCPEA) as a 
significant contribution to the scholarship and practice of education 
administration. 
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In this set of steps and screenshots, readers are provided with 
directions on creating a Running head and a page header for 
manuscripts using the 97-2003 version of Word. If you are using the 
2007 version of Word, you will need to use the other chapter of steps 
and screenshots we have created. In this chapter, you will be guided 
toward manually inserting a Running head on your title page and then 
a page header for the remaining pages of your manuscript. 


Step One 


First open a word document (Microsoft Word 97-2003 version) 


@ Document? - Microsoft Word 


Next, create the title for your manuscript and center it. Your title 
should be no more than 15 words, as per APA 6th edition, and should 
be centered left to right and about one-third from the top of the page. 
Your name and institutional affiliation will also be typed onto the title 
page, but not for this blinded version, the one that would be submitted 
to a journal for review. 


@ Document2 - Microsoft Word - o x 
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School Size and Student Achievement: A Multi-Year Analysis 
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After you have created your title page, then either use the page break 


or control/enter to force a second page. The second page will be your 
Abstract page. 


@ Document? - Microsoft Word 


Now that we have created two pages, we will now create the page 
header first for page two and then we will generate the Running head 
on page one. 


e V Click on View 
e V Click on Header and Footer 
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When you click on Header and Footer, then the following screen will 
appear: 


You now have a place in which to insert your Running head/page 
header and a tool bar. 
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We will create the page header for page two and all of the following 
pages first. Notice that we are on the Abstract page which is page 
number two. As per APA 6th edition, we will type in a maximum of 50 
characters of the title. Notice that the page header is entirely written in 
capital letters. After typing in SCHOOL SIZE AND STUDENT 
ACHIEVEMENT, which we took from the title present on page one of 
this manuscript, we then tab over and hit the page number icon. After 
clicking on it, your screen will look like the one below. 


@ Document? - Microsoft Word 


Next we will click on the Page Setup icon. 
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After clicking on the Page Setup icon, the following screen will appear. 
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Click on Layout and this screen will appear. We will now click on 
Headers and Footers Different First Page. 


y Document? - Microsoft Word = o x 


W Page Setup Type a question for help 3¢ 


i A TimesNewRoman =v 12» » 


id 


After the Different first page box is clicked on, then click on OK. 
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Now click on close. 
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By doing this, you have created a page header that will be at the top of 
your manuscript for pages 2 through the end of the manuscript. We 
now have to create the Running head for page one. 


To do this, move your cursor to page one, to where you have typed the 
title of your manuscript. You should notice that on page one, you do not 
have the page header that you typed previously. It is only present for 
pages 2 through the end of your manuscript. 
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Now click on View and then Header and Footer. 
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Then the following screen will appear that will allow you to type in the 
information for your Running head for page one. Below the box where 
you will type in your Running head is a toolbox, the same one that was 
present when you typed in your page header information for page two. 
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For the first page, we type in Running head: and then the same words 
we typed as our page header on page two. After typing in those letters 
in all caps, we hit the tab key and the insert page number icon. 
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Once your screen looks like the one below, where you have your 
Running head: followed by the same exact words you typed as your 
page header and then the page number to the far right, then click on 
Close. 
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Now your first page, your title page looks like: 
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School Size and Student Achievement: A Multi-Year Analysis 


Moving your cursor to the second page shows that it reads as: 


@ Document? - Microsoft Word 
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Abstract 
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You can now create the rest of your manuscript. The page header on 
page two will reappear on the top of all of your remaining pages in 
your manuscript. 


Running Head and Page Header (Word 2007) 


Note:This chapter is published by NCPEA Press and is presented as an 
NCPEA/Connexions publication as a "print on demand book." Each 
chapter has been peer-reviewed, accepted, and endorsed by the National 
Council of Professors of Educational Administration (NCPEA) as a 
significant contribution to the scholarship and practice of education 
administration. 


About the Authors 


¢ John R. Slate is a Professor at Sam Houston State University where 
he teaches Basic and Advanced Statistics courses, as well as 
professional writing, to doctoral students in Educational Leadership 
and Counseling. His research interests lie in the use of educational 
databases, both state and national, to reform school practices. To date, 
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committees. Recently, Dr. Slate created a website (Writing and 
Statistical Help) to assist students and faculty with both statistical 
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Sam Houston State University where she teaches developmental 
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data regarding the achievement gap. Her research interests lie in 
examining the inequities in achievement among ethnic groups. Dr. 
Rojas-LeBouef also assists students and faculty in their writing and 
Statistical needs on the Writing and Statistical Help website. 
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of the NCPEA Connexions Project in charge of technical formatting 
and design. 
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In this set of steps and screenshots, readers are provided with 
directions on creating a Running head and a page header for 
manuscripts using the 2007 version of Word. If you are using the 97- 
2003 version of Word, you will need to use the other chapter of steps 
and screenshots we have created. In this chapter, you will be guided 
toward manually inserting a Running head on your title page and then 
a page header for the remaining pages of your manuscript. 


Step One 


First open a word document (Microsoft Word 2007 version) 


Documents - Microsoft Word =o 
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Next, create the title for your manuscript and center it. Your title 
should be no more than 15 words, as per APA 6th edition, and should 
be centered left to right and about one-third from the top of the page. 
Your name and institutional affiliation will also be typed onto the title 
page, but not for this blinded version, the one that would be submitted 
to a journal for review. 


Co —— ow» Document - Microsoft Word sox 
{ Rete . > kaa i 


e i sa Times NewRoman—~|12. ~ | AY = (-1E- 5E- | e RON(T) AaBbceox AaBbC: AaBbcc AAB 4cabcc. ”AB 
J romatroter [BZ UW ~ abe x, x! Ase) ~ A-) MERE M$S-||22- ~) | triormas |rospaci.. Headingt Heading? Title ~—=— Subtitle | 
) ee ele Styles 


or 
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After you have created your title page, then either use the page break 
or control/enter to force a second page. The second page will be your 
Abstract page. 
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Now that we have created two pages, we will now create the page 
header first for page two and then we will generate the Running head 
on page one. 
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When you click on Quick Parts, go to Document Property, then Title: 
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You now have a place in which to insert your Running head/page 
header and a tool bar. 
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School Size and Student Achievement: A Multi-Year Analysis 


We will create the page header for page two and all of the following 
pages first. Notice that we are on the Abstract page which is page 
number two. As per APA 6th edition, we will type in a maximum of 50 
characters of the title. Notice that the page header is entirely written in 
capital letters. Your page should resemble the following: 
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You must click out of title, but remain in the Header. 


Step Two: Inserting the page number 
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Step Three: Creating a different page 


e Vv Go to Design 
e Vv Go to Options 
e Vv Click on icon with "Different First Page" 
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By following these steps, you have now created a page header that will 
be at the top of your manuscript for pages 2 through the end of the 
manuscript. We now have to create the Running head for page one. 


To do this, move your cursor to page one, to where you have typed the 
title of your manuscript. You should notice that on page one, you do not 
have the page header that you typed previously. It is only present for 
pages 2 through the end of your manuscript. 
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Step Four: Adding a Running Head 


e Vv Double click Header 
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and Footer 
Close 


Then the following screen will appear that will allow you to type in the 
information for your Running head for page one. Below the box where 
you will type in your Running head is a toolbox, the same one that was 
present when you typed in your page header information for page two. 


When you click on Quick Parts, go to Document Property, then Title: 
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In this set of steps and screenshots, readers are provided with 
directions on creating a footer using the 2007 version of Word. In this 


chapter, you will be guided toward manually inserting a page number 
in your footer for your thesis or dissertation. 
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After you have created your Title page and your Approval page, then 
either use the page break or control/enter to force a third page. The 
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Step Three: To create a break in your footer to accommodate 
the body of your thesis (e.g., chapters or sections) 
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You can now create the rest of your manuscript. 
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These steps and screenshots are to be used when setting up your 
References page. References in a manuscript, thesis, and dissertation 
are all set up in exactly the same formatting. What may differ are the 
margins. Manuscripts, in APA 6th edition, are set at one inch margins 
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screenshots in formatting your references, your references will be 
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Make sure that your first reference is left margin justified, and not 
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To make sure that the spacing is double spaced, click on the paragraph 
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After clicking on the paragraph arrow, the screen below will appear. 
For the typing to be correctly double spaced, the Spacing should have a 
0 pt for Before; a 0 pt for After; and Double under Line Spacing. See 
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Then click on OK and you will be returned to the References page. 
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We are interested in the left hand side only. Notice the two indents. The 
top one is the First Line Indent and the bottom one is the Hanging 
Indent. The First Line indent will be left alone because each reference 
begins where the left margin is set. It is the second, third, and 
remaining lines of a reference that must be indented. 
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Doing so will then move the second line of this citation over. It is now 
properly indented. 
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Setting up your references in this formatting manner will then ensure 
that your remaining references all have hanging indents. 
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You may now type in the rest of your references as the formatting once 
set up will remain in effect. 


Setting up References (Shorter Route) 
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NCPEA/Connexions publication as a "print on demand book." Each 
chapter has been peer-reviewed, accepted, and endorsed by the National 
Council of Professors of Educational Administration (NCPEA) as a 
significant contribution to the scholarship and practice of education 
administration. 


About the Authors 


¢ John R. Slate is a Professor at Sam Houston State University where 
he teaches Basic and Advanced Statistics courses, as well as 
professional writing, to doctoral students in Educational Leadership 
and Counseling. His research interests lie in the use of educational 
databases, both state and national, to reform school practices. To date, 
he has chaired and/or served over 100 doctoral student dissertation 
committees. Recently, Dr. Slate created a website (Writing and 
Statistical Help) to assist students and faculty with both statistical 
assistance and in editing/writing their dissertations/theses and 
manuscripts. 

e Ana Rojas-LeBouef is a Literacy Specialist at the Reading Center at 
Sam Houston State University where she teaches developmental 
reading courses. Dr. LeBoeuf recently completed her doctoral degree 
in Reading, where she conducted a 16-year analysis of Texas statewide 
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and design. 
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These steps and screenshots are to be used when setting up your 
References page. References in a manuscript, thesis, and dissertation 
are all set up in exactly the same formatting. What may differ are the 
margins. Manuscripts, in APA 6th edition, are set at one inch margins 
whereas theses and dissertations typically have a 1.5 inch margin on 
the left side, for binding purposes. If you follow these steps and 
screenshots in formatting your references, your references will be 
properly created so that even if your margins are later changed, the 
formatting will remain correct. 


The section of References begins on its own page. Hit either the page 
break or a control/enter to force a new page. Type in References on the 
top line and center it. [Note. For theses and dissertations, the word, 
References, is typically written in all capital letters, REFERENCES.] 
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Make sure that your first reference is left margin justified, and not 
centered as is the heading of References. Your line spacing should also 
be set at double. Let’s begin with typing in our first reference. 
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To make sure that the spacing is double spaced, click on the paragraph 
arrow (right side of the Paragraph button). 
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After clicking on the paragraph arrow, the screen below will appear. 
For the typing to be correctly double spaced, the Spacing should have a 
0 pt for Before; a 0 pt for After; and Double under Line Spacing. See 


the arrows below. If they do not read 0, 0, and double, you need to click 
on the appropriate up and down arrows until they are corrected. 
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Then click on OK and you will be returned to the References page. 
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Highlight the reference that was just typed in. 


@paz-2e Document2 - Microsoft Word Se 
| Home | Inset Page tayout References Mailings Review View o 
Tumesnew Roman =|12_~ |AD a”)()) (35 ~ 1 ~ Se-|| ae 8/94 )/ 1) AaBbeeo AaBbC: aaBbce AAB acsoce. ~ 
pointer |B 2% UW abe x, 2° Any! 97- A-) |ME RE Fe Mm) fS-|/S2- a -| | trormst | tNospac.. Headingi Heading? —_—iTitle Subtitle — Change 
| Paragraph y\ Styles 


Click on the Paragraph (right side of the Paragraph button). 
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e Click on Special: 
e Change the indentation to "Hanging" 
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Doing so will then move the second line of this citation over. It is now 
properly indented. 
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Setting up your references in this formatting manner will then ensure 
that your remaining references all have hanging indents. 


Docurment2 - Microsoft Word ="ser"x 

r Sits Times New Roman -|12_ = | A av] (35 = 15 ~ S| e|91|/ 1) AaBbcco AaBbC: AaBbce AAB AaBice. ~ 
Tenn rornit Palete? (BOT UD ~ she x, x Aa ~ A-| (RE RE EM $S- | S- | | trorma: | tro spac... Headingi Heading? —_—iTitle Subtitle = 
Font aI Paragraph ol Stes 


Alice, A.B. (2010). Making the most out of qualitative r 
Research in the Schools, 17(2), 45-63. 
Thomas, B. B. (1999). How to report quantitative findings in an interpretable manner: 
a Exemplary models. New York, NY: Sage. 


You may now type in the rest of your references as the formatting once 
set up will remain in effect. 


Journal Article Reference: Single Author 


Note:This chapter is published by NCPEA Press and is presented as an 
NCPEA/Connexions publication as a "print on demand book." Each 
chapter has been peer-reviewed, accepted, and endorsed by the National 
Council of Professors of Educational Administration (NCPEA) as a 
significant contribution to the scholarship and practice of education 
administration. 


About the Authors 


¢ John R. Slate is a Professor at Sam Houston State University where 
he teaches Basic and Advanced Statistics courses, as well as 
professional writing, to doctoral students in Educational Leadership 
and Counseling. His research interests lie in the use of educational 
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he has chaired and/or served over 100 doctoral student dissertation 
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Statistical Help) to assist students and faculty with both statistical 
assistance and in editing/writing their dissertations/theses and 
manuscripts. 

e Ana Rojas-LeBouef is a Literacy Specialist at the Reading Center at 
Sam Houston State University where she teaches developmental 
reading courses. Dr. LeBoeuf recently completed her doctoral degree 
in Reading, where she conducted a 16-year analysis of Texas statewide 
data regarding the achievement gap. Her research interests lie in 
examining the inequities in achievement among ethnic groups. Dr. 
Rojas-LeBouef also assists students and faculty in their writing and 
Statistical needs on the Writing and Statistical Help website. 


About the Editors 


¢ Theodore B. Creighton, is a Professor at Virginia Tech and the 
Publications Director for NCPEA Publications, the Founding Editor of 
Education Leadership Review, and the Senior Editor of the NCPEA 
Connexions Project. 

¢ Brad E. Bizzell, is a recent graduate of the Virginia Tech Doctoral 
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e Janet Tareilo, is a Professor at Stephen F. Austin State University and 
serves as the Assistant Director of NCPEA Publications. Dr. Tareilo 
also serves as an Assistant Editor of the NCPEA Connexions Project 
and as a editor and reviewer for several national and international 
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In this specific set of steps and screenshots, you will be shown how to 
cite a journal article with one author in strict compliance with the 6th 
edition of the Publication Manual of the American Psychological 
Association (2010). Learning how to write journal article references 
correctly will save you valuable editing time as well as the time of your 
faculty supervisors (in the case of dissertations and theses) or the 
journal reviewers (in the case of manuscripts). In an editorial co- 
authored by the first author of this book (John), the most common APA 
errors were documented. See the editorial "Evidence-Based Guidelines 
for Avoiding the Most Common APA Errors in Journal Article 
Submissions." 

http://msera.org/download/RITS 16 2 APAErrors6th.pdf 


Prior to typing in your first reference, please make sure that your 
margins and indentation are correct. See our other chapters on setting 
up your references prior to following the specific steps and screenshots 
in this chapter. 


After you have followed the steps to creating a References page, we are 
now ready to begin typing in a reference. Readers should note that the 


word, References, is written in all capital letters below. The all capital 
use of REFERENCES is appropriate for dissertations and for theses, 
but not for manuscripts. The word should be typed as References for 
manuscripts. 
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We will begin our references with a journal article written by a single 
author. If we have followed the previous set of steps and screenshots 
correctly, our reference will automatically have a hanging indent. You 
will see that in the second and third rows of this reference. 
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Let’s begin with the author’s last name and go space by space through 
this reference. 


You will note that a comma is present after the author’s last name. This 
comma is followed by a space and then the initial of the author’s first 
name (P), followed by a period. After the P. is a space, followed by the 
initial of the author’s second name (F), followed by a period. 
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After the Zoda, P. F. is a space. Then the year of the published journal 
article is typed, surrounded by parentheses. You will note that the 
second parentheses, the ), is followed by a period and then a space. 
Readers should ensure that they space after the comma following the 
author’s last name; a space after the period following author’s first 
initial; a space after the period following the author’s second initial 
(when present); and a space after the period following the second 
parentheses. 
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Now we will make that the title of our journal article is correctly typed. 
For journal article titles, the first word should be capitalized, as well as 
proper nouns. Moreover, when a colon is present in the title, as it is 
below, the first word following the colon should be capitalized. The 
other words in the title are not capitalized when they are typed in the 
References list. 
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At the end of the title of the journal article, a period should be present. 
This punctuation should be followed by a single space. Should the 
journal article title end with a question mark, as part of the title, the ? 
will suffice in lieu of the period. 
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After the title of the journal article has been typed, the name of the 
journal should be typed and placed in italics. You will note below that 
the journal name has been correctly typed but it is not in italics. 
Because the volume number should also be in italics, we recommend 
that you type in the journal name and volume number first. Then 
highlight or block both parts and italicize them at the same time. 
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In the screen below we have highlighted the journal name and the 
volume number. 


Next we will italicize this information. Using the 97-2003 version of 
Word, the J icon below will place the highlighted material in italics. 
Using the 2007 version of Word, the J icon will be on the Home screen. 
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Clicking on the / or italics icon will then result in the journal name and 
volume number being placed in italics. See the screen below. 
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In this particular journal citation, we have the issue number of the 
journal article present. Note that the issue number is placed 
immediately after the italicized volume number with no space present. 
The issue number is placed within parentheses. Issue numbers are 
required when the journal begins each new issue at page 1. For 
journals that continue numbering the pages of their second and third 
issues after the last page number of the previous issue, then issue 
numbers are not necessary. What the information of 5 (2) indicates is 
that this Zoda article is in the second issue of this journal for the 2010 
year. Moreover, the 5 (2) information connotes that pages 7-19 are also 
present for the first issue, however, those pages are not the Zoda article. 
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After typing in the issue number, when relevant, a space is placed after 
the comma that follows the parentheses. Then the beginning page 
number of the reference is typed, followed by a — and then the ending 
page number of the reference. Note that no space is present. 
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A period is then placed after the ending page number of the journal 
article. 
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APA now requires that the doi (Digital Object Identifier) be placed at 
the end of journal article citations, when they are present. If the doi is 
not present on the journal article, check at www.crossref.org to see if 
the article has a doi. In this particular article, a doi is present. Note that 
the doi is written in lower case letters and followed by a colon and then 
the rest of the doi. A space is not present between the colon and the doi 
information. A space is placed, however, after the period following the 
page numbers. Do not place a period at the end of the doi as that would 
make the doi incorrect. 
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You now have a correctly written, in APA 6th edition style, a journal 
article with a single author. 


Journal Article Reference: Two Authors 


Note:This chapter is published by NCPEA Press and is presented as an 
NCPEA/Connexions publication as a "print on demand book." Each 
chapter has been peer-reviewed, accepted, and endorsed by the National 
Council of Professors of Educational Administration (NCPEA) as a 
significant contribution to the scholarship and practice of education 
administration. 


About the Authors 


¢ John R. Slate is a Professor at Sam Houston State University where 
he teaches Basic and Advanced Statistics courses, as well as 
professional writing, to doctoral students in Educational Leadership 
and Counseling. His research interests lie in the use of educational 
databases, both state and national, to reform school practices. To date, 
he has chaired and/or served over 100 doctoral student dissertation 
committees. Recently, Dr. Slate created a website (Writing and 
Statistical Help) to assist students and faculty with both statistical 
assistance and in editing/writing their dissertations/theses and 
manuscripts. 

e Ana Rojas-LeBouef is a Literacy Specialist at the Reading Center at 
Sam Houston State University where she teaches developmental 
reading courses. Dr. LeBoeuf recently completed her doctoral degree 
in Reading, where she conducted a 16-year analysis of Texas statewide 
data regarding the achievement gap. Her research interests lie in 
examining the inequities in achievement among ethnic groups. Dr. 
Rojas-LeBouef also assists students and faculty in their writing and 
Statistical needs on the Writing and Statistical Help website. 


About the Editors 


¢ Theodore B. Creighton, is a Professor at Virginia Tech and the 
Publications Director for NCPEA Publications, the Founding Editor of 
Education Leadership Review, and the Senior Editor of the NCPEA 
Connexions Project. 

¢ Brad E. Bizzell, is a recent graduate of the Virginia Tech Doctoral 
Program in Educational Leadership and Policy Studies, and is a School 
Improvement Coordinator for the Virginia Tech Training and Technical 
Assistance Center. In addition, Dr. Bizzell serves as an Assistant Editor 
of the NCPEA Connexions Project in charge of technical formatting 
and design. 

e Janet Tareilo, is a Professor at Stephen F. Austin State University and 
serves as the Assistant Director of NCPEA Publications. Dr. Tareilo 
also serves as an Assistant Editor of the NCPEA Connexions Project 
and as a editor and reviewer for several national and international 
journals in educational leadership. 


In this specific set of steps and screenshots, you will be shown how to 
cite a journal article with two authors in strict compliance with the 6th 
edition of the Publication Manual of the American Psychological 
Association (2010). This particular set of steps and screenshots are in 
addition to the previous chapter in which instructions were provided on 
how to cite a journal article with a single author. Only the additional 
components for the second author are provided in this chapter. See our 
other chapters on how to cite journal articles with a single author, with 
three authors, and with more than seven authors. 


In the screenshot below, you will see a correctly written journal article 
with two authors. 
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In the screenshot below, only the information that is in addition to the 
single author citation has been highlighted. The rest of this citation is 
exactly the same as if this citation was authored only by Zoda. 
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Immediately after the period for Zoda’s second initial (F.), you will see 
that a comma is present. 
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Following the comma is a space and then the ampersand (&) sign, 
instead of the word, and. 


+4.) REFERENCES file used for journal article chapter creation - Microsoft Word 
) Edt Vew Insert Format Tools Table Window Hep Adobe PDF Acrobat Comments 


£4) 1 vO, f= 7 


REFERENCES 


«  Zoda, P.F., & Slate, J. R. (2010). Elemdatary school size and student achievement: A 


kids analysis. Journal of Elementary School Facility Planning, 3(2), 7-19. 


, doi:10.aspx.jesfp 

: 

: 

¥ 
= afp)> 0 <¢ : S 


At996pt_ Ln2 Co42 REC TRE EXT OV. Englsh U. 


book 3 journd arbde reference two authors - Microsoft Word) 
B Norton 3 (5) REFERENCE ; 3 


ok 3 journal 4. 


yi 


Following the ampersand sign (&) is a space and then the author’s last 
name. 
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The second author’s name is written in the same manner as the first 
author: Last name; followed by a comma; initial of first name; followed 
by a period and a space; initial of second name, if present; followed by 
a period and a space. 
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By following these steps and screenshots, you now have correctly typed 
a journal article citation having two authors in accordance with the 6th 
edition of APA’s Publication Manual (2010). 


Journal Article Reference: Three Authors 


Note:This chapter is published by NCPEA Press and is presented as an 
NCPEA/Connexions publication as a "print on demand book." Each 
chapter has been peer-reviewed, accepted, and endorsed by the National 
Council of Professors of Educational Administration (NCPEA) as a 
significant contribution to the scholarship and practice of education 
administration. 


About the Authors 


¢ John R. Slate is a Professor at Sam Houston State University where 
he teaches Basic and Advanced Statistics courses, as well as 
professional writing, to doctoral students in Educational Leadership 
and Counseling. His research interests lie in the use of educational 
databases, both state and national, to reform school practices. To date, 
he has chaired and/or served over 100 doctoral student dissertation 
committees. Recently, Dr. Slate created a website (Writing and 
Statistical Help) to assist students and faculty with both statistical 
assistance and in editing/writing their dissertations/theses and 
manuscripts. 

e Ana Rojas-LeBouef is a Literacy Specialist at the Reading Center at 
Sam Houston State University where she teaches developmental 
reading courses. Dr. LeBoeuf recently completed her doctoral degree 
in Reading, where she conducted a 16-year analysis of Texas statewide 
data regarding the achievement gap. Her research interests lie in 
examining the inequities in achievement among ethnic groups. Dr. 
Rojas-LeBouef also assists students and faculty in their writing and 
Statistical needs on the Writing and Statistical Help website. 


About the Editors 


¢ Theodore B. Creighton, is a Professor at Virginia Tech and the 
Publications Director for NCPEA Publications, the Founding Editor of 
Education Leadership Review, and the Senior Editor of the NCPEA 
Connexions Project. 

¢ Brad E. Bizzell, is a recent graduate of the Virginia Tech Doctoral 
Program in Educational Leadership and Policy Studies, and is a School 
Improvement Coordinator for the Virginia Tech Training and Technical 
Assistance Center. In addition, Dr. Bizzell serves as an Assistant Editor 
of the NCPEA Connexions Project in charge of technical formatting 
and design. 

e Janet Tareilo, is a Professor at Stephen F. Austin State University and 
serves as the Assistant Director of NCPEA Publications. Dr. Tareilo 
also serves as an Assistant Editor of the NCPEA Connexions Project 
and as a editor and reviewer for several national and international 
journals in educational leadership. 


In this specific set of steps and screenshots, you will be shown how to 
cite a journal article with three authors in strict compliance with the 
6th edition of the Publication Manual of the American Psychological 
Association (2010). This particular set of steps and screenshots are in 
addition to the previous chapter in which instructions were provided on 
how to cite a journal article with a single author. Only the additional 
components for the second and third author are provided in this 
chapter. See our other chapters on how to cite journal articles with a 
single author, with two authors, and with more than seven authors. 


In the screenshot below, you will see a correctly written journal article 
with three authors. 
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In the screenshot below, only the information that is in addition to the 
single author citation has been highlighted. The rest of this citation is 
exactly the same as if this citation was authored only by Zoda. 
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Immediately after the period for Zoda’s second initial (F.), you will see 
that a comma is present. 
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Following the comma is a space and then the second author’s last 
name. 


&B REFERENCES file used for journal article chapter creation - Microsoft Word 


Window Hep Adobe POF Acrobat Comments 


e MA ‘i = 


{ REFERENCES 


F Zoda, P. F., Slate, J. R., & Combs, J. P. (2010). Elementary school size and student 


PL om A statewide analysis. Journfil of Elementary School Facility 


Planning, 5(2), 7-19. doi:10.aspx.jesfp 

8 

z 

@ ¥ 
- afpj> 0 < > i 


Pagel Sel Yi At 127.3t LN3 C41 GEC TRE eT OVR Engshus. Ok 


Following the second author’s last name is a comma, followed by a 
space. 
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The second author’s name is written in the same manner as the first 
author: 


e Last name; followed by a comma; 

¢ initial of first name; followed by a period and a space; 

¢ initial of second name, if present; followed by a period. 

e Asa third author is present in this reference, the initial of the 
second author’s second name will be followed by a comma. 
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Following the comma is a space and then the ampersand (&) sign, 
instead of the word, and. 
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Following the ampersand (&) sign is a space and then the author’s last 
name. 


& REFERENCES file used for journal article chapter creation - Microsoft Word 


pert Fos at I 6 = 


REFERENCES 


F Zoda, P. F., Slate, J. R., & Combs, J. P. (2010). Elementary school size and student 


achievement: A Jak analysis. Journal of Elementary School Facility 


R 

Planning, 5(2), 7-19. doi:10.aspx.jesfp 

a 

: 

é vv 
' afp)> 0 < > i 


Pagel Sel Yi At 127.t Nn3 C41 REC RK ET OVR Engehous. @& 


The third author’s name is written in the same manner as the first two. 


e Last Name; Comma; Space 
¢ Initial of first name; Period; Space 
¢ Initial of second name; Period; space 
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By following these steps and screenshots, you now have correctly typed 
a journal article citation having three authors in accordance with the 
6th edition of APA’sPublication Manual (2010). 


Journal Article Reference: More than Seven Authors 


Note:This chapter is published by NCPEA Press and is presented as an 
NCPEA/Connexions publication as a "print on demand book." Each 
chapter has been peer-reviewed, accepted, and endorsed by the National 
Council of Professors of Educational Administration (NCPEA) as a 
significant contribution to the scholarship and practice of education 
administration. 


About the Authors 


¢ John R. Slate is a Professor at Sam Houston State University where 
he teaches Basic and Advanced Statistics courses, as well as 
professional writing, to doctoral students in Educational Leadership 
and Counseling. His research interests lie in the use of educational 
databases, both state and national, to reform school practices. To date, 
he has chaired and/or served over 100 doctoral student dissertation 
committees. Recently, Dr. Slate created a website (Writing and 
Statistical Help) to assist students and faculty with both statistical 
assistance and in editing/writing their dissertations/theses and 
manuscripts. 

e Ana Rojas-LeBouef is a Literacy Specialist at the Reading Center at 
Sam Houston State University where she teaches developmental 
reading courses. Dr. LeBoeuf recently completed her doctoral degree 
in Reading, where she conducted a 16-year analysis of Texas statewide 
data regarding the achievement gap. Her research interests lie in 
examining the inequities in achievement among ethnic groups. Dr. 
Rojas-LeBouef also assists students and faculty in their writing and 
Statistical needs on the Writing and Statistical Help website. 


About the Editors 


¢ Theodore B. Creighton, is a Professor at Virginia Tech and the 
Publications Director for NCPEA Publications, the Founding Editor of 
Education Leadership Review, and the Senior Editor of the NCPEA 
Connexions Project. 

¢ Brad E. Bizzell, is a recent graduate of the Virginia Tech Doctoral 
Program in Educational Leadership and Policy Studies, and is a School 
Improvement Coordinator for the Virginia Tech Training and Technical 
Assistance Center. In addition, Dr. Bizzell serves as an Assistant Editor 
of the NCPEA Connexions Project in charge of technical formatting 
and design. 

e Janet Tareilo, is a Professor at Stephen F. Austin State University and 
serves as the Assistant Director of NCPEA Publications. Dr. Tareilo 
also serves as an Assistant Editor of the NCPEA Connexions Project 
and as a editor and reviewer for several national and international 
journals in educational leadership. 


In this specific set of steps and screenshots, you will be shown how to 
cite a journal article with more than seven authors in strict compliance 
with the 6th edition of the Publication Manual of the American 
Psychological Association (2010). This particular set of steps and 
screenshots are in addition to the previous chapters in which 
instructions were provided on how to cite a journal article with a single 
author; a journal article with two authors; and then a journal article 
with three authors. For journal articles with up to seven authors, the 
previous chapters should provide sufficient direction. When you have a 
journal article with more than seven authors, that journal reference is 
typed differently than for journal articles with seven or fewer authors. 
Only the changes are provided in this chapter. See our other chapters 
on how to cite journal articles with a single author, with two authors, 
and with three authors. 


In the screenshot below, you will see a correctly written journal article 
with more than seven authors. 
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In the screenshot below, only the information that is different from 
seven and fewer authors has been highlighted. The rest of this citation 
is exactly the same as if this citation was authored by seven authors, 
with the exception of the ampersand (&). 


e Slate, J. R., Rojas-LeBouef, A., Jones, C. H., Barnes, W. B., Viglietti, G. C., Smith, M. 
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Immediately after the period for Zoda’s second initial (F.), you will see 
that a comma is present. You will notice that each of the first six 
authors’ names is written in exactly the same way as in the previous 
chapters. Author’s last name; comma; space; initial of first name; 
period; space; initial of second name when present; period; comma; 
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space. Then the process begins for the second author, third author, and 


so on up to the point where more than seven authors are present. 
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You will note below that where the seventh authors’ name should be is 
an ellipsis or three periods in a row. This ellipsis is preceded by a space 
and followed by a space. This ellipsis represents the author or authors 
between the sixth author and the last author of this journal article. If 
this article had eight authors, then the ellipsis (...) represents a single 
author. If this article had 20 authors, then the (...) represents 13 
authors. 
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Following the ellipsis (...) is a space and then the last author’s name. 
This last author’s name is written in the same format as previously 
indicated: last name; comma; space; initial of first name; period; 

space; initial of second name, if present; period; space. If you are 
familiar with typing in references with more than one author, you know 
that the ampersand (&) is not present. 
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By following these steps and screenshots, you now have correctly typed 
a journal article citation having more than seven authors in accordance 
with the 6th edition of APA’sPublication Manual (2010). 


Book Citation: Single Author 


Note:This chapter is published by NCPEA Press and is presented as an 
NCPEA/Connexions publication as a "print on demand book." Each 
chapter has been peer-reviewed, accepted, and endorsed by the National 
Council of Professors of Educational Administration (NCPEA) as a 
significant contribution to the scholarship and practice of education 
administration. 


About the Authors 


¢ John R. Slate is a Professor at Sam Houston State University where 
he teaches Basic and Advanced Statistics courses, as well as 
professional writing, to doctoral students in Educational Leadership 
and Counseling. His research interests lie in the use of educational 
databases, both state and national, to reform school practices. To date, 
he has chaired and/or served over 100 doctoral student dissertation 
committees. Recently, Dr. Slate created a website (Writing and 
Statistical Help) to assist students and faculty with both statistical 
assistance and in editing/writing their dissertations/theses and 
manuscripts. 

e Ana Rojas-LeBouef is a Literacy Specialist at the Reading Center at 
Sam Houston State University where she teaches developmental 
reading courses. Dr. LeBoeuf recently completed her doctoral degree 
in Reading, where she conducted a 16-year analysis of Texas statewide 
data regarding the achievement gap. Her research interests lie in 
examining the inequities in achievement among ethnic groups. Dr. 
Rojas-LeBouef also assists students and faculty in their writing and 
Statistical needs on the Writing and Statistical Help website. 


About the Editors 


¢ Theodore B. Creighton, is a Professor at Virginia Tech and the 
Publications Director for NCPEA Publications, the Founding Editor of 
Education Leadership Review, and the Senior Editor of the NCPEA 
Connexions Project. 

¢ Brad E. Bizzell, is a recent graduate of the Virginia Tech Doctoral 
Program in Educational Leadership and Policy Studies, and is a School 
Improvement Coordinator for the Virginia Tech Training and Technical 
Assistance Center. In addition, Dr. Bizzell serves as an Assistant Editor 
of the NCPEA Connexions Project in charge of technical formatting 
and design. 

e Janet Tareilo, is a Professor at Stephen F. Austin State University and 
serves as the Assistant Director of NCPEA Publications. Dr. Tareilo 
also serves as an Assistant Editor of the NCPEA Connexions Project 
and as a editor and reviewer for several national and international 
journals in educational leadership. 


In this set of steps and screenshots, you will be shown how to cite a 
book with one author in strict compliance with the 6th edition of the 
Publication Manual of the American Psychological Association (2010). 
Learning how to cite books correctly in your references section will 
save you valuable time as well as the time of your faculty supervisors 
(in the case of dissertations and theses) or the journal reviewers (in the 
case of manuscripts). In an editorial co-authored by the first author of 
this book (John), the most common APA errors were documented. See 
the editorial "Evidence-Based Guidelines for Avoiding the Most 
Common APA Errors in Journal Article Submissions." 
http://msera.org/download/RITS 16 2 APAErrors6th.pdf 


Prior to typing your first book reference, please make sure that your 
margins and indentation are correct. See our other chapters on setting 
up your references prior to following the specific steps and screenshots 
in this chapter. 


After you have followed the steps to creating a References page, we are 
now ready to begin typing in a reference. Readers should note that the 
word, References, is written in all capital letters below. The all capital 


use of REFERENCES is appropriate for dissertations and for theses, 
but not for manuscripts. The word should be typed as References for 
manuscripts. 
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We will begin our references with a book written by a single author. If 
we have followed the previous set of steps and screenshots correctly, 
our reference will automatically have a hanging indent. You will see 
that in the second row of this book reference. 


REFERENCES 


® — Cohen, J. (1988). Statistical power analysis for the behavioral sciences (2nd ed.). 


m—=> Hillsdale, NJ: Lawrence Erlbaum. 
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Let’s begin with the author’s last name and go space by space through 
this reference. 


You will note that a comma is present after the author’s last name. This 
comma is followed by a space and then the initial of the author’s first 
name (J), followed by a period. After the J. is a space. 
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After the Cohen, J. is a space. Then the year of the book is typed, 
surrounded by parentheses. You will note that the second parentheses, 
the ), is followed by a period and then a space. Readers should ensure 
that they space after the comma following the author’s last name; a 
space after the period following author’s first initial; a space after the 
period following the author’s second initial (when present); and a space 
after the period following the second parentheses. 


REFERENCES 


8 Cohen, J. (1988). Statistical power analysis for the behavioral sciences (2nd ed.). 


— NJ: Lawrence Erlbaum. 


*100° + + © 84dge oe 0 e§0Be oe 


"2165 + + 


“ome 


fin ay 1 AL 2928pt n9 Col PEC Te ST OR Engbhus. & 

Now we will make sure that the title of our book is correctly typed. For 
book titles, the first word should be capitalized, as well as proper 
nouns. Moreover, when a colon is present in the book title, the first 
word following the colon should be capitalized. The other words in the 
title are not capitalized when they are typed in the References list. ‘The 
title of the book is also placed in italics. 
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At the end of the book title, a period should be present. In this case of 
this book, we are using the Second edition. This information is typed at 
the end of the book title, however, note that it is not in italics. 
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Following the book title which is in italics, we place a space and then 
the edition within parentheses (2nd ed.) followed by a period. Notice 
that the ed has a period after it within the parentheses. 
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Following the period after the ) a single space is inserted. Next, the city 
of the publisher is typed, followed by a comma, a single space, and then 
the state abbreviation. In the screen below we have Hillsdale as the city 
and New Jersey (NJ) as the state. A colon is typed after the state 
abbreviation, followed by a single space. 
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After typing in the city, state abbreviation, colon, and space, the 
publisher’s name is typed. Lawrence Erlbaum is the publisher of 
Cohen’s book. A period is placed at the end of this book reference. See 
the screen below. 
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You have now correctly typed in a reference for a book with a single 
author. 


Creating a Table (Word 97-2003) 


Note:This chapter is published by NCPEA Press and is presented as an 
NCPEA/Connexions publication as a "print on demand book." Each 
chapter has been peer-reviewed, accepted, and endorsed by the National 
Council of Professors of Educational Administration (NCPEA) as a 
significant contribution to the scholarship and practice of education 
administration. 


About the Authors 


¢ John R. Slate is a Professor at Sam Houston State University where 
he teaches Basic and Advanced Statistics courses, as well as 
professional writing, to doctoral students in Educational Leadership 
and Counseling. His research interests lie in the use of educational 
databases, both state and national, to reform school practices. To date, 
he has chaired and/or served over 100 doctoral student dissertation 
committees. Recently, Dr. Slate created a website (Writing and 
Statistical Help) to assist students and faculty with both statistical 
assistance and in editing/writing their dissertations/theses and 
manuscripts. 

e Ana Rojas-LeBouef is a Literacy Specialist at the Reading Center at 
Sam Houston State University where she teaches developmental 
reading courses. Dr. LeBoeuf recently completed her doctoral degree 
in Reading, where she conducted a 16-year analysis of Texas statewide 
data regarding the achievement gap. Her research interests lie in 
examining the inequities in achievement among ethnic groups. Dr. 
Rojas-LeBouef also assists students and faculty in their writing and 
Statistical needs on the Writing and Statistical Help website. 
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Improvement Coordinator for the Virginia Tech Training and Technical 
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and design. 
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serves as the Assistant Director of NCPEA Publications. Dr. Tareilo 
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journals in educational leadership. 


These procedures are to be followed when you have statistical output 
that you wish to place into a Word table. In this chapter, you will be 
provided with steps and screenshots on how to create a table in a Word 
document, using the Table command. In the table, you will be placing 
statistical information from a SPSS output file. 


In this chapter, we will work from a blank Word file, although you can 
use the same procedures in placing a table in a Word document that 
has already been created. Readers should be aware that these steps and 
screenshots are for the 97-2003 version of Word. Readers who are using 
the most current version of Word should not use this chapter but 
rather the chapter titled 2003-2007 version of Word. 


You should now calculate or have already calculated statistical 
information which you will insert into a Word table. We will be using 
the statistical information present in the SPSS output depicted below. 
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In the Word document, 


e v Click on Table 
e V Click on Insert 
e v Click on Table 
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Following these steps, your screen will look like the following: The 
default setting for a Word table is 5 columns and 2 rows. For our 
purposes, given the statistical information in the SPSS output depicted 
previously, we will need a column for the variable name; one for the 
sample size (n ); one for the Mean ( / ); and one for the Standard 
Deviation ( SD ). Thus, we will need four columns, not the five shown 
below. We have statistical information on three variables in the SPSS 
output table. In addition to these three rows, we will need a row in 
which to name our variables. Therefore, we will need four rows. 


- Ox 


$4 Document2 - Microsoft Word 


Type a question for help 3 


wv 3 
‘A 


CO AutoFit to window 
Table style: Table Grid 


“ome 


Page 1 Sec 1 yi At7apt ini Col REC TRE ExT OVA Engish U.S. 
R oa Th <Outbutl 7) 


e Vv Click on the down arrow for the number of columns which will 
change the default of 5 toa 4 

e Vv Click on the up arrow for the number of rows which will change 
the default from 2 to a 4 

e Vv Click on OK 
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Word will then generate a table for you with 4 columns and 4 rows. The 
top row will be used to label the columns. 
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From the SPSS output, our three variables are TAKS Test Grade 12 All 
Students Tests Rate; TAKS Test Grade 11 All Students Tests Rate; and 
TAKS Test Grade 10 All Students Tests Rate. Thus Grade levels of 12, 
11, and 10 will be out variable names. 
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Mean 64.7717 
Std. Deviation 23.51196 21.88135 23.54374 
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The Word table will look as follows once that information has been 
typed into the table. 
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In this example, we will label the far left column as Variable; the 
second column will be for the sample size (n ); the third column for the 
M; and the fourth column for the SD . Notice that the labels of 
Variable, n , M, and SD are centered. Also note that APA requires that 
mathematical symbols should be placed in italics. 
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Now we will type into the Word table the variable names specified 
before: Grade 12, Grade 11, and Grade 10. These variable names 
should be left margin justified within the first column. 
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Next we type into the n , M, and SD cells in the Word table the 
statistical information from the SPSS output screen. 
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[DataSeti1] E:\book practice data set.sav 


Statistics 
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Valid 
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Mean 55,0488 64.7717 41.3333 
Std. Deviation 23.51196 2188135 23.54374 
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SPSS Statistics Processor is ready H: 161, W: 434 pt 


After typing this information into the Word table, the table will look as 
follows: Note that decimal places are carried to only two places, as per 
APA 6th edition requirements. The statistical information is also 
centered under each column heading. The next item to take care of is 


the lines at the top and bottom of the table, as well as under the top 
row. 
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e Vv Click on Table 
e Vv Click on Properties 
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After clicking on Borders and Shading, the screen below will appear: 
We will change the Width from its current 4 pt to 1 pt. To do so, click 
on the down arrow and change it to 1 pt. 
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Your screen will now look like the screen below. We will next click on 


the top line of the table and on the bottom line of the table to change 
them to 1 pt. They are currently set at 4% pt because it is the default 
value. Clicking on the line one time will remove it. Clicking on it again 
will make it appear as a 1 pt. value. 
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After changing the top and bottom lines, click on the other lines one 
time. Clicking one time should remove each line. When your table looks 
like the one below, click on OK. 
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Your table will now look like this. You now have a 1 pt. line at the top 
and at the bottom of your table. We now need to place a line under the 
top row, the one that begins with variable. To do this, we will highlight 
the first row. 
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Your screen should now look like the one below. To have Word place a 
line under the top row: 


e V Click on Table 
e V Click on Properties 


a Document3 - Microsoft Word f o »4 


8 

i Grade 12 82 55.05 23.51 

- Grade 11 92 64.77 21.88 

g Grade 10 27 41.33 23.54 

e ¥ 
8 3 [o> u¢ > i 
Pagel Sel Yi At 128pt_ “INS Coll Enchus. @ 


Your screen should look like: 
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After clicking on borders and shading, this screen will appear. Click on 
the bottom part of the table so that a line appears. 
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Your table will then look like the following. 


e V Click on OK. 
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e V Click on OK. 
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Your Word table has now been created correctly as per APA 6th edition 
guidelines. It will look like the following: You should have three lines in 
the table: one at the top; one at the bottom; and one at the bottom of 
the top row. Now the next step is to type in Table 1 (if the first table or 
appropriate table # if not) 
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For this example, we will type in Table 1. and then a table title that 
accurately reflects the information contained within the table. Notice 
that the table title is in italics. A period is present after Table 1. but not 
after the table title itself. Though APA does permit tables to be single- 
spaced, we encourage the use of double-spacing, unless told to do 
otherwise. 
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You have now generated a Word table, properly formatted in APA 6th 
edition, that contains descriptive information from SPSS output. 


Creating a Table (Word 2007) 


Note:This chapter is published by NCPEA Press and is presented as an 
NCPEA/Connexions publication as a "print on demand book." Each 
chapter has been peer-reviewed, accepted, and endorsed by the National 
Council of Professors of Educational Administration (NCPEA) as a 
significant contribution to the scholarship and practice of education 
administration. 
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Steps Involved in Creating a Basic Table in Word Using SPSS 
Output 


These procedures are to be followed when you have statistical output 
that you wish to place into a Word table. In this chapter, you will be 
provided with steps and screenshots on how to create a table in a Word 
document, using the Table command. In the table, you will be placing 
statistical information from a SPSS output file. 


In this chapter, we will work from a blank Word file, although you can 
use the same procedures in placing a table in a Word document that 
has already been created. Note that these steps and screenshots are for 
the latest version of Word, not for the 97-2003 version of Word. 
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You should now calculate or have already calculated statistical 
information which you will insert into a Word table. We will be using 
the statistical information present in the SPSS output depicted below. 
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[Double click to edit Pivot Table 


In the Word document, 


e V Click on Insert 


e v Click on Table 
e V Click on little arrow tab below the word “Table” 


Insert of draw a table into the 
document. 


In Word, you can also convert 
existing 


text into a table. 


Once clicked, a row and column of empty boxes will appear. By simply 
moving your mouse over the boxes, the amount of rows and colums will 
appear in orange. 


[Excel Spreadsheet 


Quick Iabtes 


For instance, a 4x2 table would resemble the following: 
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Once you determine the number of columns and rows, you can make 
your table larger by dragging the bottom part of your graph to fit the 
screen. 
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You can also change the design of your table and color : 


e v Click on Table Tools 
e vV Click on Design 
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For example, if you choose the table in turquoise, your table will be 
displayed as follows: 
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You can also insert a table using the “Insert Table" tab: 
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The default setting for a Word table is 5 columns and 2 rows. For our 
purposes, given the statistical information in the SPSS output depicted 
previously, we will need a column for the variable name; one for the 
sample size (n); one for the Mean (M); and one for the Standard 
Deviation (SD). Thus, we will need four columns, not the five shown 
below. We have statistical information on three variables in the SPSS 
output table. In addition to these three rows, we will need a row in 
which to name our variables. Therefore, we will need four rows. 


e V Click on the down arrow for the number of columns which will 


change the default of 5 toa 4 

e Vv Click on the up arrow for the number of rows which will change 
the default from 2 to a 4 

e Vv Click on OK 


Word will then generate a table for you with 4 columns and 4 rows. The 
top row will be used to label the columns. 


@p a2" Seen TbleToo | 
7 Home insert Page Layout References Mailings Review View Acrobat Design | Layout : @ 


V\ HeaderRow | First Cotumn sees Cs ess | > BW Snading ~ . Z = 
ees | Sees | Sees | SSSSS | Ses | Se | BAH | 4 
Fi Totet Row [fF Last Column =soss ff -----f----_— —---- §—----_ § —___— + [Bieorcers)-] ‘et—- 
eee eee jerome pore peer perce Draw Eraser 
| Banded Rows {" Banded Columns ———s £4 C4 Cs Cs CO aZPencolor~ Table 
& 


Table Style Options Table Stytes Draw Borders 


From the SPSS output, our three variables are TAKS Test Grade 12 All 
Students Tests Rate; TAKS Test Grade 11 All Students Tests Rate; and 
TAKS Test Grade 10 All Students Tests Rate. Thus Grade levels of 12, 
11, and 10 will be out variable names. 
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The Word table will look as follows once that information has been 
typed into the table. 
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In this example, we will label the far left column as Variable; the 
second column will be for the sample size (n); the third column for the 
M; and the fourth column for the SD. Notice that the labels of Variable, 
n, M, and SD are centered. Also note that APA requires that 
mathematical symbols should be placed in italics. 


Type a question for help 
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Now we will type into the Word table the variable names specified 
before: Grade 12, Grade 11, and Grade 10. These variable names 
should be left margin justified within the first column. 
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Next we type into the n, M, and SD cells in the Word table the statistical 
information from the SPSS output screen. 


tem “Outputi [Documentt] - SPSS Statistics Viewer 
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[DataSeti1] E:\book practice data set.sav 


Statistics 


TAKS Test TAKS Test: TAKS Test 

Grade 12 All Grade 11 All Grade 10 All 

Students Alt ident nits All 

Tests Rate Tests Rate Tests Rate 
82 


Valid 
Missing 125 116 180 
Mean 55,0488 64.7717 41.3333 
Std. Deviation 23.51196 2188135 23.54374 
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SPSS Statistics Processor is ready H: 161, W: 434 pt 


After typing this information into the Word table, the table will look as 
follows: Note that decimal places are carried to only two places, as per 
APA 6th edition requirements. The statistical information is also 
centered under each column heading. The next item to take care of is 


the lines at the top and bottom of the table, as well as under the top 
row. 
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e v Click on Table Tools 
e Vv Click on Design 
e v Click on Borders 
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e V Click on arrow on Borders 
e v Click on Borders and Shading 
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Table Style Options 
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Choose from various border 
options. 
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After clicking on Borders and Shadings, the screen below will appear. 
We will change the Width from its current /% pt to 1 pt. To do so, click 
on the down arrow and change it to 1 pt. 
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Borders and Shading 


Preview 
Click on diagram below or use 


“om € 


Pagel Sel Yl At 1704pt NB «CAG REC RK ET VR Engshus. 


Your screen will now look like the screen below. We will next click on 
the top line of the table and on the bottom line of the table to change 
them to 1 pt. They are currently set at % pt because it is the default 
value. Clicking on the line one time will remove it. Clicking on it again 
will make it appear as a 1 pt. value. 
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After changing the top and bottom lines, click on the other lines one 
time. Clicking one time should remove each line. When your table looks 
like the one below, click on OK. 
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Your table will now look like this. You now have a 1 pt. line at the top 
and at the bottom of your table. We now need to place a line under the 
top row, the one that begins with variable. To do this, we will highlight 
the first row. 
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Your screen should now look like the one below. To have Word place a 
line under the top row: 


e V Click on Table 
e V Click on Properties 
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Your screen should look like: 
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After clicking on borders and shading, this screen will appear. Click on 
the bottom part of the table so that a line appears. 
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Your table will then look like the following. 


e Vv Click on OK 
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Your Word table has now been created correctly as per APA 6th edition 
guidelines. It will look like the following: You should have three lines in 
the table: one at the top; one at the bottom; and one at the bottom of 
the top row. Now the next step is to type in Table 1 (if the first table or 
appropriate table # if not) 


4.) Document3 - Microsoft Word 


B Variable n M SD “ 

~ Grade 12 82 55.05 23.51 

- Grade 11 92 64.77 21.88 

& Grade 10 27 41.33 23.54 

ey 

@ 

e vv 
' a [a> o<¢ > j 


Pagel Sect Wi At 142@pt LN6 «CAREC TR ST OVR Engehous. 


For this example, we will type in Table 1. and then a table title that 
accurately reflects the information contained within the table. Notice 
that the table title is in italics. A period is present after Table 1. but not 
after the table title itself. Though APA does permit tables to be single- 
spaced, we encourage the use of double-spacing, unless told to do 
otherwise. 
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You have now generated a Word table, properly formatted in APA 6th 
edition, that contains descriptive information from SPSS output. 


Creating a Bar Graph 


Note:This chapter is published by NCPEA Press and is presented as an 
NCPEA/Connexions publication as a "print on demand book." Each 
chapter has been peer-reviewed, accepted, and endorsed by the National 
Council of Professors of Educational Administration (NCPEA) as a 
significant contribution to the scholarship and practice of education 
administration. 
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In this set of steps and screenshots, readers are provided with 
directions on creating a basic bar graph from descriptive statistics 
previously calculated. The bar graph, once generated, can then be 
inserted into a dissertation or manuscript. We encourage the use of 
graphs because they are excellent visual depictions of statistical 
information. 


Note:A Bar Graph is sometimes referred to as a Column Graph 


Step One 
First open a word document (Microsoft Word or other) 


e v Insert 
e * Chart 


e * You will be prompted to choose the type of chart you would like 
to create (e.g., bar, pie, line, area, or surface) that illustrates your 
Statistical output. 

e * Scroll down to see all options, however in this chapter, we will 
create a bar graph chart. 
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e * Click on the actual “chart” 


e * Click OK 
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Two screens will “pop” up. A chart with graphs and an excel 


spreadsheet 
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***** Miake sure to continue to SAVE your work!!!! 


Step Two 


Using the excel spreadsheet, create the categories and series, depending 
upon your information. 


e * You can use your SPSS output data (mean scores) to input data 
e * For example, if you have a table with the following information: 


School Size M 


Very Small Schools 


2003-2004 77.60 
2004-2005 76.41 
2005-2006 79.02 
2006-2007 83.00 
2007-2008 83.13 


Small Schools 


2003-2004 81.71 
2004-2005 79.30 
2005-2006 81.94 
2006-2007 84.26 
2007-2008 85.22 


Large Schools 


2003-2004 84.71 
2004-2005 S127 
2005-2006 83.34 
2006-2007 85.80 
2007-2008 86.53 


Descriptive Statistics for Hispanic Students TAKS Mathematics Passing 


Rates by Year 


e Vv Decide which variables will be the categories and series (the 
categories will be the title that appears under the graphs & the 
series will be the key). 

e v Begin filling in your columns and rows in the excel file. 

e Vv The first column will be, using the table information above, will 
contain the years. 

e Vv The second column will be Very Small Schools, the first grouping 
cited in the table above. 

e Vv This is handled by highlighting each cell and typing the 
information within the cell, as shown in figure below 


e * The illustration below demonstrates step by step how you can fill 
your columns/rows 

e * The first row would be filled (using the table 3 information above) 
with the very small schools first 

e * The graph to the right will instantly appear as you type in the 
numbers in the row (see arrows) 
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e * Next, insert Column "C" with the title "Small School" and 
insert data (as illustrated in Table 3): 

e * The graph to the right will instantly appear as you type in the 
numbers in the row (see arrows): 
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e * Next, insert Column "D" with the title "Large School" and 
insert data (as illustrated in Table 3): 

e * The graph to the right will instantly appear as you type in the 
numbers in the row (see arrows): 
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e Vv You can also make your cells larger or smaller by placing your 
mouse between the cells until you are able to move the lines over: 
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e Vv You can switch back and forth from the excel spreadsheet to the 
chart, using the tabs on the bottom of your excel sheet 


After inputting your information, your chart will resemble the 
following: 
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Step Three 
If you decide to change the color of your chart: 


e * You must be at your chart and click on the actual graph (this will 
make Chart Tools appear above in the option area) 


e Vv Go to Chart Tools 

e * Design 

e * “Chart styles” 

e * “Change Chart Type” 

¢ * Click the down arrow, which will give you many different 
options 

e * Highlight a chart style 
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If you decide to change your chart layout: 


e Vv Chart Tools 

¢ * Go to Tab designated “Design” 

* Chart layouts (not to be confused with tab titled “Layout”) 

e * Click the down arrow, which will give you many different 
options 


Make sure that your cursor is within the actual graph so that chart 
tools appear. The chart tools will only appear if your cursor is within 
the graph that you are trying to change. 
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Axis Title 
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If you decide to change your design to a different chart: 


e Vv Chart Tools 
e * Design 
e * Go to Change Chart Type (furthest left hand icon) 


Make sure that your cursor is within the actual graph so that chart 
tools appear. The chart tools will only appear if your cursor is within 
the graph that you are trying to change. 
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e * Choose a different design (your data will transfer to another 
design) 

* You can scroll down to choose a different design 

* Click on design 

* Click on OK 

* You can now change color, arrangement of bubbles, using the 
same steps as mentioned above 
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If you decide to insert a title at the top of the figure. 


e Vv Chart Tools 
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e * Go to Change Chart Layouts (not to be confused with tab titled 
“Layout”) 
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e * Click the down arrow until you see the graph with the “Title” 
e * This will give you many different options for titles and graph 
layouts 
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e * Click on to Graph section titled Chart Title to enter your new 
title. 
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e * Enter the title of your graph 
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In APA 6th edition style, you will need to type Figure 1. (if the first 
figure) and a longer title for the figure immediately below the graph. 


Creating a Line Graph 


Note:This chapter is published by NCPEA Press and is presented as an 
NCPEA/Connexions publication as a "print on demand book." Each 
chapter has been peer-reviewed, accepted, and endorsed by the National 
Council of Professors of Educational Administration (NCPEA) as a 
significant contribution to the scholarship and practice of education 
administration. 
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In this set of steps and screenshots, readers are provided with 
directions on generating a line graph for statistics already calculated. 
We encourage readers to use visual depictions such as line graphs 
because of their ability to communicate statistics in a user-friendly and 
understandable manner. 


Step One 
First open a word document (Microsoft Word or other) 


e v Insert 
e * Chart 


3) 4 a Document - Microsoft Word — 
Cover 

Page 

te 


e * You will be prompted to choose the type of chart you would like 
to create (e.g., bar, pie, line, area, or surface) that illustrates your 
Statistical output. 

e * Scroll down to see all options, however in this chapter, we will 
create a line graph. 
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e * Click on the actual “chart” 


e *OK 


Two screens will “pop” up. A chart with graphs and an excel 


spreadsheet 
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***** Wiake sure to continue to SAVE your work 


Step Two 


Using the excel spreadsheet, create the categories and series, depending 
upon your information. 


e * You can use your SPSS output data (mean scores) to input data 
e * For example, if you have a table with the following information: 


School Size M 


Very Small Schools 


2003-2004 77.60 
2004-2005 76.41 
2005-2006 79.02 
2006-2007 83.00 
2007-2008 83.13 


Small Schools 


2003-2004 81.71 
2004-2005 79.30 
2005-2006 81.94 
2006-2007 84.26 
2007-2008 85.22 


Large Schools 


2003-2004 84.71 
2004-2005 Ol27 
2005-2006 83.34 
2006-2007 85.80 
2007-2008 86.53 


Descriptive Statistics for Hispanic Students TAKS Mathematics Passing 


Rates by Year 


e Vv Decide which variables will be the categories and series (the 
categories will be the title that appears under the graphs & the 
series will be the key). 

e v Begin filling in your columns and rows in the excel file. 

e Vv The first column will be, using the table information above, will 
contain the years. 

e Vv The second column will be Very Small Schools, the first grouping 
cited in the table above. 

e v This is handled by highlighting each cell and typing the 
information within the cell, as shown in figure below 

e * The illustration below demonstrates step by step how you can fill 
your columns/rows 

e * The first row would be filled (using the table 3 information 
above) with the very small schools first 

e * The graph to the right will instantly appear as you type in the 
numbers in the row (see arrows) 
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e * Next, insert column “C” with the title “Small School” and insert 
data (as illustrated in table 3): 

e * The graph to the right will instantly appear as you type in the 
numbers in the row (see arrows) 
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e * Next, insert column “D” with the title “Large School” and insert 
data (as illustrated in table 3): 

e * The graph to the right will instantly appear as you type in the 
numbers in the row (see arrows) 


Category 1 Category? Category3 Category 4 
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e v You can also make your cells larger or smaller by placing your 
mouse between the cells until you are able to move the lines over: 


Chart in Microsoft Office Word - Microsoft Excel 
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e Vv You can switch back and forth from the excel spreadsheet to the 
chart, using the tabs on the bottom of your excel sheet 

e * To replace “Category 1, Category 2, Category 3, Category 4”, 
simply highlight cells in column A with the information pertaining 
to your research 


After inputting your information, your chart will resemble the 
following: 
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Step Three: 
If you decide to change the color of your line graph: 


e¢ * You must be at your chart and click on the actual graph (this will 
make Chart Tools appear above in the option area) 

e Vv Go to Chart Tools 

e * Design 

e * "Chart styles 

e * Change Chart Type 

e * Click the down arrow, which will give you many options 

e * Highlight a chart style 
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—— Small Schools 


——Very Small Schools 
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If you decide to change your graph line layout : 


e Vv Chart Tools 

e * Go to tab designated "Design" 

e * Chart layouts (not to be confused with tab titled "Layout") 
e * Click the down arrow, which will give you many options 


ChartTools 
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Chart Type Template Row/Column Data 
Type J 


S 


Chart Title 


2003-2004 2004-2005 2006-2007 2007-2008 
———~ Large Schools 84.71 | 81.27 83.34 | 85.8 


| 
Small Schools == 81.71 | 79.3 81.94 84.26 
| «776 =| 76.44 79.02 


—— Very Small Schools 
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If you decide to change your de sign to a different chart: 


e Vv Chart Tools 
e * Design 
e¢ * Go to Change Chart Type (furthest left hand icon) 


@per-2" Document? - Microsoft Word 
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| 2003-2004 | 2004-2005 | 2006-2007 | 2007-2008 
—large Schools | 84.71 | 81.27 | 83.34 85.8 
—smallSchools | 81.71 79.3 ; 84.26 
Very Small Schools | 77.6 76.41 | 
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e * Choose a different design (your data will transfer to another 
design) 

e * You can scroll down to choose a different design 

e * Click on design 

e * Click on OK 

e * You can now change color, arrangement of bubbles, using the 
same steps as mentioned above 
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If you decide to insert a title at the top of the figure: 


e Vv Chart Tools 
e * Design 
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Change Save As 
Chart Type Template 


l Type _ 
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e¢ * Go to Change Chart Layouts (not to be confused with tab titled 


“Layout”) 
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e * Click the down arrow until you see the graph with the “Title” 
e * This will give you many different options for titles and graph 
layouts 
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e * Click on to Graph section titled Chart Title to enter your new 
title. 


ChartTitle <= 
Large Schools, 


Small Schools, | 
as 85.22 


Very Small Schools, 
83.13 


2003-2004 2004-2005 2006-2007 2007-2008 


e *Enter the title of your line graph 
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Chart Type Template Row/Column Data 


Comparison of Elementary School Size 
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In APA 6th edition style, you will need to type Figure 1. (if the first 
figure) and a longer title for the figure immediately below the graph. 


